GOVERNMENT OF ANDHRA PRADESH
ABSTRACT

Public Servicesi Maintenance of Service Registeri Replacingthe Service Registerwith
e-Service Register (e-SR) 1 Revised Orders Issuedi Regarding.

FINANCE (HR-IV-FR&LR) DEPARTMENT

G.0.Ms.No.99 Dated: 03-12-2020.
Read the following:

1. G.0.Ms.No.200, Finance & Planning (FW.FR.I) Dept., Dt.10.12.1999.

2. Office Memo No. F.N0.21011/15/2010 ESH (Allowance), GOI, Ministry of
Personnel, Public Grievance, and Pension Departmentof Personnel Training,
New Delhi, Dt.05.04.2016.

G.0.Ms.No0.99, Finance (HR-1I-FR) Department, Dt. 27.06.2018.

4. FINO-160134/2/2020-F-Sec-DTA, dated 10.05.2020 of the DTA, AP.

**kk

w

ORDER:

The Government of Andhra Pradesh, vide the reference 15tread above, has amended
Annexure-Il, Part-1ll read with Rule 74 (a) (iv) of the Fundamental Rules and prescribed Form-
10 for maintaining Service Registers of Gazetted and Non-Gazetted employees of the
Government.

2. In the reference 2" read above, the Government of India has suggested
modernization of Service Register to make it user friendly.

3. In reference 3™ read above, Government has issued orders to substitute Form-10
under Part 1V of Annexure-Il, with e-Service Register (e-SR) in respect of all Government
employees to whom Fundamental Rules apply.

4. Based on the feedback of employee associations, DDOs, and considering the issues
faced during the pilot implementation, the Director of Treasuries and Accounts, AP,
Ibrahimpatnam, vide reference 4™ read above, has suggested some modificationstothe e-SR
Proforma.

5. Government, after careful examination of proposal of the Director of Treasuries and
Accounts, AP, and in supersession ofthe ordersissued inthe reference 3 cited, hereby
order that the e-SR shall be maintained as defined in the Annexure appended to this
order.



6. The updated version ofthe e-SR module containsthe following screens, through which
the employees / DDOs have to enter required data.

SI. No.

Name of the Service

Description

PART -1

PERSONAL DETAILS

Employees / DDOs can view and confirm
the employee Personal Details such as
name, gender, marital status, caste, Aadhar
number etc., Family Details, Education
Details, Address Details and Home Town
Details & wherever necessary they can
enter required data.

PART - 2

NOMINATIONS

Employees/DDQOs can enter nominee details of
the employees.

PART -3

SERVICE (SR) EVENTS

Employees / DDOs can enter historical data of
various events (such as appointment, service
regularization, leave, transfer, increment,
promotion, etc.) recorded inthe existing service
registers. The data is to be entered event-wise,
inthe same order, asthey were entered inthe
service registers.

PART - 4

LEAVE TRAVEL CONCESSION
DETAILS

This screen provides for entry of latest LTC
details.

PART -5

DEPARTMENTAL TESTS AND
TRAININGS DETAILS

Employees / DDOs can enter details of training
employeesundergone & departmentaltests
passed.

PART - 6

INCENTIVES

Employees / DDOs can enter details of
Incentives/Awards/Rewards/Seva Patakam
etc.

PART -7

DOCUMENT UPLOADS

Employees / DDOs can upload mandatory
documents suchas Proofof Date of Birth, etc.

PART - 8

LEAVE LEDGER

Employees / DDOs can enter details of various
leaves availed.

PART -9

eSR CONFIRMATION

This screen provides for view and confirmation
of the employee details by the employee / DDO.
The serviceregister of the employee also needs
to be scanned and uploaded.

7. All the employees and DDOs are instructed to go through the e-SR user manual
enclosedtothis GO, which provides step-by-step instructions on entry and confirmation

of data by the employees/DDOs. The same is also available on the website esr.ap.gov.in .
The User Manual also contains procedural guidelines to be followed forimplementation of

e-SR.




8. The Heads of Offices / Heads of Departments who maintain Service Registers of the
employees are directed to enter all required data in the e-SR Module by 315t December 2020.

(BY ORDER AND IN THE NAME OF THE GOVERNOR OF ANDHRA PRADESH)

SHAMSHER SINGH RAWAT
PRINCIPAL SECRETARY TO GOVERNMENT
To
All the Departments of Secretariat.
All Heads of the Departments.

The Principal Accountant General, AP, Hyderabad.

The Commissioner, Printing, Stationary and Stores Purchase, Vijayawada for publication
in the Gazette.

All Service Associations.

Copy to:

All Chief Executive Officers of Zilla Parishads.

The Director of Treasuries and Accounts, A.P, Vijayawada.
The Pay and Accounts Officer, Vijayawada.

The Director of Works and Accounts,

Vijayawada

The Director of State Audit, Vijayawada.
TheDirectorofInsurance, Vijayawada.

The CEO, APCFSS, Vijayawada.

SF/SCs

IIFORWARDED BY:: ORDER//

SECTION OFFICER



E-SERVICE REGISTER (ANNEXURE TO G.0.Ms.No0.99, FINANCE (HR-IV-FR&LR) DEPARTMENT, Dt: 3.12.2020)

The e-Service Register for Gazetted and Non-Gazetted employees of the Government, as per the amended Annexure-Il, Part-11l read with Rule
74 (a) (iv) of the Fundamental Rules & Form-10 shall be maintained as per the following instructions.

1. The Head of office /IDD@Employeearecollectively responsible for upload of e.SR data of the employees working offtbe.

2. In respect of GraAn-Aid employeegirawing salaries under DH/SDH 060/0&lA towards salaries, the salary bill counter signing
authority in Government is responsible for uploae &R.

3. Inrespect of All India Service officers, the PAO, AP, Ibrahimpatnam shall upload e.SR data inteetmeusyder hiauthentication.

4. For the employees in Foreign Service Deputation, the last DDO in parent department is responsible for uplodataf eSR

EMPLOYEES FOR WHOOM E.SR DATA IS TO BE UPLOADED

1. All employees whose salary is drawn un@&é-salaries.

2. All Grantin-Aid employees whose salaries are drawn under DH/S60A061.
3. All work charged employees whose salaries are drawn under DHISDG71.
4. Employee in Foreign Servid@eputation.

PROCEDURE FOR UPLOAD OF E.SR DATA.

The e.SR data shall be uploadsdDDO inhttps:// esr.ap.gov.in. portal using his CFMS ID as logoassword.

The HOO/DDO shall immediately update all the entries in physical SR before commencement of uplSatd ata.

All the pages in thehysical SR shall be scanned / uploaded by the DDO intoradsiale.

Beforescanningf pagedn physicalSR,all thepagesn physicalSR(s)shallbe seriallynumberedy the DDO by affixing a stamponthe
bottom of each pagpagermo nt andalsosannédiuploaded ntdasIRAunder hi s/ her signat
leave account(EL/HPL) is scanned at the end. At the end of each scanned copy of the e.SR, the DDO shall certify thescammael of

pages uploaded under siginature.

5. Thephysi cal SR can be scanned by the DDO by wusi nCgrpotabon.vent i onal
6. Uploading of scanned SR shall be done by DDO using bionattieentication.

pPwbd R


https://apesr.apcfss.in/

e-Service Book Guidelines

7. After upload of e.SR data, the physical copy of e.SR shall be in the custody of pension sanctioning Authority for whiehosdpes
will be issued by the Government for discontinuance of phySieal

8. Inadditionto uploadinghescanneaopyof theSR,theDDO shallenterthe SRdataontherelevanicolumnsof e.SRdataentryapplication
duly attaching the followingocuments.

a) Latestphotograph

b) SSC or equivalent certificate as proof of Date of Birth for superior service employees and Transferafeeliéicanproof for
last grade servicemployees.

c) Castecertificate(for SC,ST,BC only)

d) Aadharcard.

e) Medical Certificate (Disabled persoosly)

9. After entry of the data into e.SR application, the DDO shall download the e.SR data entered in PDEHomnitio the employee for
crossverificationandobtainthee mp | o sigaatuées thePDFformatin tokenof havingsatisfiedwith thecorrectnessf Datauploaded
into HCM system. The DDO shall also affix his signature on the PDF format and uplitederSR application under his/her biometric
authentication.

10. After uploadof e.SRdataby the DDO, thedatashallbe escalatedo the Treasury/PAQvherethesalarybill of theemployeds audited and
approved.

11. The Treasuryofficer/APAO shallcrossverify the datauploadedn eSRwith the entriesin the scanned uploadedcopyof the physicalSR
and confirm the correctness of Data entry of the folloviifigrmation

a) Name of the employee as entered in$e

b) Date ofbirth

c) Date of initial entry inteservice.

d) Community

e) Disabilities, ifany

f) Latest Pay of the employély cross verifying with FLY leaRegister)
g) Post held by the employee asdate.

h) EL balance of the employee as on dat&pload.

i) HPL balance of the employee as on datgmpibad.

12. The Treaury officer/APAO shall confirm the above information under biometric authentication. After confirmation by the Treasury
officer/APAO only, the e.SR. data shall be uploaded into HCM system by thd &pR.
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e-Service Book Guidelines

13. The upload of e.SR. data into HCM system shall be completed by all the DCE$112y2020.

14. The PAO, AP, Ibrahimpatnam shall-oodinate the e.SR data entry work at HOD offices level and the DTAlbA&himpatnam shall
Co-ordinate work at District level through network of Treasofficers.

15. The CEO, APCFSS shall organize the data storage servers properly for smooth uploadiafee. SR

16. For the employees existing prior t67422020, the SR entry mayeliaken as an automatic process with due acknowledgement by the
competentuthority.

17. For the employees appointed on or aftg+2020, upload of each required certificatenandatory.

18. DDOs may raise incident in CFMS for resolution &8 related issues.

Contents
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4.1. Personal Details

4.2. Nomination Details

4.3. Service Events Details

4.4. Leave Travel Concession Details

4.5. Departmental Tests & Trainings Details

4.6. Incentives Details

4.7. Employee Documents Upload

4.8. Leave Ledger
4.9. EeSR CONFIRMATION



e-Service Book Guidelines

1. About the e-Service Book

The e-Service Book is application, which allows the employees get access to enter\view the employee service details. This application was designed
and developed by Finance Department, Government of Andhra Pradesh through APCFSS.

This application replaces the physical service registers of the employees and the data related will be maintained online and can be accessible to

the employees at any time. Employees can view their own personal details, official documents, pay drawn details, leave details and other Service
details.

Every employee will have access to the e-service book with secured login credentials. Initially, the Employees/DDOs shall update all entries in the
new formats through the e-service book portal. This user manual guides the users on how to use the e-service book portal step-by-step through
screen shots wherever required.

2. Service Access

The decision as to whether the eSR details are to be entered by the DDO himself or through the employees is left to the discretion of the DDO
basing on the number of the employees working under the DDO. In this portal, Employees can enter the service details with the permission of the
DDO. DDOs can also enter and confirm the details of the employees on their own and Treasury Officers / PAO can further confirm select

empl oyeebs service details. The users can access these services through

1. Employee:

All employees need to submit their service details from part 1 to part 9 (sub menus) under e-Service Book Entry menu.

After submitting the details, these are available at one place under view and confirm sub-menu. Employee need to confirm the service
details.

1 The confirmed details will be available in their respective DDOs login for further verification and confirmation.
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e-Service Book Guidelines

2. DDO:

1 DDO has to submit his /her service details and follow the steps as mentioned in Instructions to employees
1 In addition, DDOs will get the list of employee's service details for confirmation, in his /her login.

1 DDO has to go through each employee's details and confirm the same through biometric authentication.

3. Sub treasury Officer (STO) / PAO:

T STO /PAO will access View & Confirm sub-menu, check and confirm (9) select details of the employee with reference to entries
available in the scanned copy of the SR and confirm the same through biometric authentication.

The step by step instructions on how to use the portal are given below:

3. Login Details

1. Enter URL https://www.esr.ap.gov.in the address bar.

2. Press Enter/Click Go, the following Login page will appear.


http://www.esr.ap.gov.in/

e-Service Book Guidelines

E-SERVICE BOOK .
FINANCE DEPARTMENT 3. Enter CFMS ID (i.e. 8

GOVERNMENT OF ANDHRA PRADESH

digits unique employee id).
4. Also Enter CFMS ID as initial

Instructions: . .-, . .
1.Enter CFMS ID (8-digits). To know the CFMS ID, please go to the Login password for Inltlal Iogln
PR T M N N e AR and) (Update password through the menu item Change password
CFMS ID

2. Enter your Password

(Default password will be your CFMS ID) After you r | n |t|a| |Og | n)
3. Click on Login button
Password
4. After Login, Password Change option will be enabled
5. To access Forgot Password, Mobile number should be updated in Home

Note: If Employee forgot the password use

Town details durin, revious login
gp og T

6Forgot passwordd option
to reset password, new password will be sent to employee mapped

Mobile Number.

Prepared by Andhra Pradesh Centre for Financial Systems & Services 7



e-Service Book Guidelines

Login:

E-SERVICE BOOK

FINANCE DEPARTMENT
GOVERNMENT OF ANDHRA PRADESH

Instructions:

1. Enter CFMS ID (8-digits). To know the CFMS ID, please go to the Logm
Employee services link in CFMS site (https:/icfms.ap.gov.in)
CFMSID
2. Enter your Password

(Default password will be your CFMS ID) 14467103

5.ClickoniLogi
3. Click on Login button

Password

* button.

4, After Login, Password Change option will be enabled
5. To access Forgot Password, Mobile number should be updated in Home

Town details during previous login

GO's
S.No | Description Action

1 Public services - Service Book - Maintenance of Service Book - Replacing fhe exisfing Service Book with e-Service Book - Amendment fo Fundamental Rules L
provisions - Orders - Issued.

6. After successful authentication, system will navigate to the Home page as shown below screen.

7. This page contains employee name & logout option on the right side corner of the screen, main menu on the left side of the screen, and basic
instructions on the home page.

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

Welcome! HANUMANTHA RAO LAKSHMI BEZA WADA (14360243) | @ Log-Out

Please follow below steps for entering employee service details in e-Service Book. The entire process is carried at three
different levels i.e., at employee level, at DDO level and finally at Head Office level.

Employee:
1. All employees need to submit their service detalls from part 1 to part 12 (sub menus) under e-Service Book Entry menu.
2. After submitting the details, these are available at one place under view and confirm sub-menu. Employee need to confirm the service details through Bio-metric
3. The confirmed detalls will be available in their respective DDOs login for further confirmation process.

DDOs:
1. DDO also has to submit his /her service detalls and follow the steps as mentioned in Instructions to employees
2. DDOs will get the list of employee's service details for confirmation, in his /her login.
3. DDO has to go through each employee's details and confirm the same through biometric authentication
4, All the employee details will be available in Head Office login for further confirmation.

Head Office:

1. Head Office will access View & Confirm submenu, check each and every employee service details and confirm the same through biometric authentication.

8. If the user is employee, user has to clickon the e-Service Book Entry menu item to enter the service details in the respective screens.

If the user is DDO or STO, List of all employees whose salaries are drawn and paid under the DDO code wi | |

appear

u-Sedvieer

Book E n t mgnwitem. In addition names of the employees who are relieved by the DDO for FOREIGN SERVICE deputation also appear
In the DDO login.

10. Ser vi

ce formats wil |l apSpeeravri cweh eBno ouks ebbeldwr|yioc kass osnh ofiwen

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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e-Service Book Guidelines

O Instructions:-

Finance Department

Govt. of ﬁn:marP'acezh

» PART 1. Personal Details

5 PART 2. Nomination Detais Employee:

> PART 4 Leave Travel

» PART 8. Leave Ledger
> PART 9. ESR Confirmation

» ContactUs

Please follow below steps for entering employee service details in e-Service Book. The entire process is carried at three
O enieBookEry different levels i.e., at employee level, at DDO level and finally at STO level.

1. All employees need to submit their service details from part 1 to part 11 (sub menus) under e-Service Book Entry menu.
> PART 3. SREvents 2. After submitting the details, these are available at one place under Employee confirmation sub-menu.
3. The confirmed details will be available in their respective DDOs login for further confirmation process.

Concession Details
> PART 5. Departmental Tests & DDOs:
LS ey 1. DDO also has to submit his /her service details and follow the steps as mentioned in Instructions to employees
» PART 6 Inceniives 2.DDOs will get the list of employee's service details for confirmation, in his /her login.
3. DDO has to go through each employee's details and confirm the same through biometric authentication.
5 PART 7. Document Uploads 4. All the employee details will be available in STO login for further confirmation.

Last Login: First Time Login  Welcome! ABDULLA SHAK (14467103) /| ® Log-Out

Part 1: Employee
Personal Details

Enter Employee basic details, place of birth, disabled status,
local status,family member details, educational details,
Address details and Hometown details

Part 2: Nomination Details

Enter Nominations for Gratuity, GPF, APGLI already made by the employees and available in the
SR.

Part 3: SR Events

Enter the data as per the manual service register. In each of the
service event.There are multiple options available
enabling the employee to enter each and every detail

Part 4: LTC Details

Enter the latest availed LTC details only and also confirm whether
anywhere in the country facility is availed or not.

Part 5:
Departmental
Tests/Training Details

Enter Departmental Tests and training details already entered in the SR.

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

Part 6: Incentives

Enter incentives sanctioned to the employee.

Part 7: Document Uploads

Upload employee Latest Photo, Aadhar card Scanned Copy,
SSC certificate or SR extract page for proof of Date of Birth,
Caste Certificate(if Other than OC), Medical Certificate

(if employee disabled).

Part 8: Leave Ledger

Enter various types of Leaves earned and availed by the employee till date in the leave
Ledger chronologically. (I.e E.L,HPL,etc.. credits and balances)

Part 9: ESR Data Confirmation

Employee / DDO has to confirm the data submitted. DDO has to confirm the data with biometric
Authentication. The DDO has to submit the data only after upload of scanned copy of the
Physical SR of the employee as detailed in the guidelines given above.

Confirmation by the Treasury officer /
PAO

After submission by the DDO, entire data goes to the login of the accountant in the concerned
Treasury / PAO where the salary bill is passed

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

4. e-Service Book Entry:

User has tPartlcReisankl Detaillséé s ub me nu -SdarvieerBookrerirg menweitem to enter the Personal details as shown
below.

= Last Login: 30/D9/2020 06:09PM  Welcome! ABDULLA SHAIK (14467103) | @ Log-Out

Family Details Education Details Home Town Details

Basic Details in HRMS

Name Surname Gender
> PART 2. Nomination Detalls ABDULLA SHAIK

© eService Book Entry

> PART 1. Personal Details

Male

> PART 3, Service Events Date of Birth (DD/MM/YYYY) Date of Entry into Regular Government Service (DD/MM/YYYY)

7 "
> PART & Leave Travel ot 07/052018

Concession Details

3 PART 5. Departmental Tests & Basic Details in ESR (If Name, Surname, Gender & Date of Birth and Date of joining are incorrect, then verify and update it.)

Training Details Name Surname Gender

2PARES. cenives ABDULLA SHAIK Male v
> PART 7. Document Uploads = = =
Date of Birth (DD/MM/YYYY) Date of Entry into Regular Government Service (DD/MM/YYYY) Date of Entry Prior to G mment Service (DD/MM/YYYY) (Optional)
PART 8, edger
2 it 07/06/1994 M 070512018 =) o)
» PART 9. ESR Confirmation
HRMS ID CFMS ID
© Logout 2700970 14467103
Marital Status Caste Category Aadhar Number
Married v~  BCB v | 755212191280
Parent Department Service Rule
HOMOS-INTELLIGENCE DEPARTMENT v GADO1S06-AP. GENERAL SUBORDINATE SERVICE RULES v
Class/ Branch Post in Parent Department
SELECT v SELECT v
Latest Salary Drawn DDO Code (11-digit number) Employee Present Status Religion
27001002035 PROBATIONER (REGULARIZED) v Hindu v

Place of Birth

The following data will be auto populated from HRMS with edit facility( except HRMS ID and CFMS ID)
 Name

 Surname

1 Gender

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

9 Date of Birth

9 Date of Entry into Government Service

1T HRMSID

T CEMSID

SI. No | Column (Field) Name Type of Field Remarks

1. Basic Details

1 Name Data Entry Auto populated from HRMS portal. If
any corrections, Employee / DDO can correct the nam
of the employee

2 Surname Data Entry Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Surn
of the employee

3 Gender Drop down box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Gend
of the employee

4 Date of Birth (DD/MM/YYYY) Select box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Da
Birth of the employee

5 Date of Entry into Regular Government Select box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the
Date of Entry into Regular Government Service of the
employee

6 Service (DD/MM/YYYY) Select box Select Date of Entry Prior to Government

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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Service

7 Date of Entry Prior to Government Read only Auto populated from HRMS portal.

8 Service (DD/MM/YYYY) (Optional) Read only Auto populated from HRMS portal.

9 HRMS ID Drop down box Select Marital status (Eg: Married / Unmarried / Wid
Divorced / Widower).

10 CFMS ID Drop down box Select caste for the employee (SC/ ST/ BC-A /BC-B/
BC-C /BC-D /BC-E /OTHERYS)

11 Aadhar Number Data Entry Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the
aadhar number of the employee

12 Parent Department Drop down box Please select Parent Department.

13 Service Rule Drop down box Please select Service Rule.

14 Class/ Branch Drop down box Select Class/ Branch for the employee (BRANCH-I1/
BRANCH-II / NONE)

15 Post in Parent Department Drop down box Please select Post in Parent Department.

16 Latest Salary Drawn DDO Code (11-digitnum | Data Entry Enter Latest Salary Drawn DDO Code.

17 Employee Present Status Drop down box Please select Employee Present Status.

18 Religion Drop down box Please select Religion for the employee ( Hindu /
Islam / Christianity / Buddhism / Sikh / Jain)

2. Place of Birth

1 State Drop down box Please select State.

2 District Drop down box Please select District.

3 Mandal Drop down box Please select Mandal.

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

4 Village Drop down box Please select Village.
5 Pin code Data Entry Please enter six digit Pin code
6 Nationality Read only Auto populated.
3. Local Status
1 State Drop down box Please select State.
2 District Drop down box Please select District.
3 Revenue Division Drop down box Please select Revenue Division.
4 Mandal Drop down box Please select Mandal.
4. Differently Abled
1 Differently Abled Drop down box Please select Differently Abled for the employee
(NO/ ORTHO / DEAF & DUMB / VISUAL)
5. PF Details
1 Type of GPF Drop down box Please select Type of GPF for the employee
(GPF (AG) / CLASS IV GPF / ZPPF / CPS /
APPLICABLE)
2 Provident Fund Account Number Data Entry Please enter Provident Fund Account Number.
6. Other Details
1 Identification Marks (As per SSC) / Data Entry Please enter Identification Marks (As per SSC) /
Service Register Service Register in one and two columns for the
employee.
2 Height (in cm) Data Entry Please enter Height for the employee.

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

ii.Family member Details:

Employee has to enter the family member details. Employee can add, edit and delete the data.

employee should save the data.

s Lo At T Lagin Wl ABOULLASHARTI467T) | (% Log Dut

Wi are Husband Both e Goverrrnent Employees, then first submit spouse detike and then subrit Chiren detai.

St or Daightet
[+ D Dt of it Tipe ol Enymert Desh

HARN SHAIK Maother % Yes

¥ ekt ¥ 01368 £ 40391044430 65005312 | | 033

Q

™

Unemployed ¥ | Select W

Once all the details are filled up in this section,

SI. No Column (Field) Name Type of Field Remarks

FAMILY MEMBER DETAILS

1 Name Data Entry Please enter name of employee
And also family members.

2 Surname Data Entry Please enter surname of employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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e-Service Book Guidelines

And also family members.

3 Relationship Drop down box Please select Relationship of
the employee.
4 Is Alive? Drop down box Please select Is Alive of
the employee.
5 Marital Status Drop down box Please select Marital Status of
the employee.
6 Date of Birth Select Box Please select Date of Birth.
7 UID /Aadhar number Data Entry Please enter UID /Aadhar number
8 Mobile number Data Entry Please enter Mobile number
9 Date of Marriage Select Box Please enter Date of Marriage
10 Type of Employment Drop down box Please select Type of Employeeme
11 Income Per Annum Drop down box Please select Income Per Annum.
12 Death of Death Select box Please select Death of Death.

Add Row option is provided for Adding Family member Details

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

iii.Education Details:

Employee has to enter the education details in chronological order. Employee can edit / delete the data. Once all the details are filled up in this

section, employee should save the data.

T
Gt of rchra Pracesh

O sbookiey

3 PART 1. Persons] Detsils

> PART 2 Nomination Detalls

» PART 4 Losve Travel

Las Log: Frst Thme Logih  Weicome! ABDULLA SHAX(14467109) | 1% Log-Uut

Conceasion Detais Noee: E y submit Qualif tion Wi d
== m--
Training Detaile
B R U e S R
+ PART & Inceiives
SSCHOth Clas w scc 2009 ¥ ZPH.5CHOOL ndia ¥ Andhra Prade: GUNTUR v MACHAVARAI + ﬁ
3 PART 7. Documant Upinass
» PART B Lesve Ledger N
» PART . ESR Canfirnation Intarmadizts) © W DEEE M2 v METS GOVT POL ndia v Andhrz Przde v GUNTUR £ GUNTUR £ ﬁ
» Contaet e 8
0 Lo Graduation v EEE 015 v GIET COLLEGE OF ndia v Andhiz Prade v EAST GODAWI W RAJANGARA! w ﬁ
SI. No Column (Field) Name Type of Field Remarks

Education Details

1 Quialification Drop down box Please select Qualification of the
employee

2 Stream/ Branch Name Data Entry Please enter Stream/ Branch Nam
Of the employee

3 Year of passing Drop down box Please select Year of passing of th

employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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School/College/University

Data Entry

Please enter
School/College/University of
The employee

Country Drop down box Please select Country of the
employee

State Drop down box Please select State of the
employee

District Drop down box Please select District of the
employee

Mandal Drop down box Please select Mandal of the

employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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iv.Address Details:
Employee has to enter the Permanent address and communication address details. User can select the check box i C | here ¥ communication
address is same as permanenta d d r & Both @ommunication address and permanent address are same. Then the data in permanent address

will be auto-populated in communication address to avoid the data re-entry. Once all the details are filled up in this section, employee should
save the data.

. T LT PSR TS TR eSO AR SIR [ 19507103 T % CUE-UGL

Finance

Gone.of seckea Pradesh
O eSenvics Book Enry
Empiloyes details should be subitted initislly, snd then submit Fami, Educsiion, Address, Home town snd ACzount detsis
» PART 1. Personsl Decads : . :
» PART 2 Nomnation Detals

> PART . 5R Everes

» DART & Lome Teami
Concession Detais

» PART S, Departmentsi Tese &
Treining Deails

> PART 6. INCANives

» PART 7. Document Upiaade

» PART 8. Lt Lisger

» PART 2, ESR Confirmation

» Contaaus

© Logeut

(]
Sl. No Column (Field) Name Type of Field Remarks
1. Permanent Address
1 House No. Data Entry Enter Houes No.
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2 Street 1 Data Entry Entrer Street 1
Street 2 Data Entry Enter Street 2

4 State Drop down box select State

5 District Drop down box Select District

6 Mandal Drop down box Select Mandal

7 Village Drop down box Select Village

8 Pin code Data Entry Select Pin code

2. Communication Address

1 House No. Data Entry Enter House No.

2 Street 1 Data Entry Enter Street 1

3 Street 2 Data Entry Enter Street 2

4 State Drop down box select State

5 District Drop down box Select District

6 Mandal Drop down box Select Mandal

7 Village Drop down box Select Village

8 Pin code Data Entry Select Pin code
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e-Service Book Guidelines

v.Hometown Details:

Employee has to enter the Hometown details. These details can be modified only two times in the entire e mp | 0 yservicé. ©nce all the details

are filled up in this section, employee should save the data.

ey S| b m
. of i Pracesh

9 saverBokEnwy v
> PART 1. Personal Detsis
> PART 2. Mewmination Detals

» PART 3, SREweris

Lot Login Fist Time Lagh  Wielcome! ABDULLA SHAK (14467108 | & Log-Out

> PART 4 Leswe Travel
Concasion Dasii

> PART 9, ESR Confirmation

» Contaet s

O Logox

SI. No

Column (Field) Name

Type of Field

Remarks

Home Town Details

1 This is my declaration Drop down box Select This is my declaration
2 State Drop down box Select State

3 District Drop down box Select District

4 Mandal Drop down box Select Mandal

5 Village Drop down box Select Village
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6 Pin code Data Entry Enter Pin code

7 Nearest Railway Station Data Entry Enter Nearest Railway Station

8 Nearest Airport Data Entry Enter Nearest Airport

9 Mobile 1 (official) (Optional) Data Entry Enter Mobile 1 (official) (Optional)
10 Mobile 2 (personal) Data Entry Enter Mobile 2 (personal)

11 Email 1 (official) (Optional) Data Entry Enter Email 1 (official) (Optional)
12 Email 2 (personal) Data Entry Enter Email 2 (personal)
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Part 2: Nomination Details:
Empl oyee has to enter the nomineebs details for Gratuit ytheadatadsa®PF/ PRAN.
filled up in this section, employee should save the data.

° =] Lasz Login: First Time Login  Welco

Anance Department
— g tomnatons |

©  eService Book Entry =

(] ity
— wﬂmm __
- . Name of the Family Member - Relationship Date of Nomination

Others | O7I0812020 th

» BAKI 33K bvens

3 PART 4. Leave Travel
Concession Details

> PARTS. Deparimental Teste & Total Part
Training Details otal Percentage 50.00
(i) Original or alter e or G

Name: NANNI Relationship:  SELECT v DOB:| 10031368 | %

3 PART 6. Incentives
» PART 7. Dacument Uloads

» PART 8. Leave Ledger o |
NANNI-Mother v | | DiDBiz020 [u]
» PART 9. ESR Confirmation

» Contact Ls

(iif) Original or alternative nominees far NPS

— —
v th

E Total Percentage

SELECT

(iv} Maminees for APGLI

—
.

NANNI-Mother v 121082020 100.00 .
E Total Percentage 100.00
Sl. No | Column (Field) Name | Type of Field | Remarks
(i) Gratuity
1 Name of the Family Member | Drop down box Select Name of the Family Mem
Relationship Relationship
2 Date of Nomination Select Box Select Date of Nomination
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3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(i) Original or alternative nominees for GPF

1 Name of the Family Member| Drop down box Select Name of the Family
. . Member Relationship
Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(iii) Original or alternative nominees for NPS

1 Name of the Family Member| Drop down box Select Name of the Family
. . Member
Relationship
Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(iv) Nominees for APGLI

1

Name of the Family Member

Drop down box

Select Name of the Family
Member Relationship

Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for

nominee

nominee
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Part 3: SR Events

User has to click on O6Part 3-:Sengc&Bobkeertny mediters to tkecont allnhe serviceseventslimadthésre-Service
register. The elements to be recorded are as follows:

. Appointment

. Regularization

. Probation

. Change in Pay

. Leaves Availed

. Transfers

. Promotions

. Deputation

© 00 N oo 0o A~ W N B

. Reversion

[y
o

. Compulsory Wait

=
=

. Punishments

RN
N

. Suspensions

. Relief

. Re-Appointment
. EL Surrender

. Repatriation / Surrender

L S = S S TR
N o 01~ W

. Re-instatement

[EnY
0o

. Reporting back to Duty
. Regularisation of Absence

N
o ©

. Others (No Impact on Pay)
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The above | ist is provided as drop down, employee has t o ogueborgeswill t he ev
be popped up for each of the event, in which employee enters the data as per the manual service register. In each of the service event, there
were multiple options available enabling the employee to enter each and every detail. Once all the details are filled up in each of the section

concerned, employee should save the data.

After saving the data in the respective dialogue boxes, the main page of the event capturing screen will be visible to view the recorded events.

Further modifications to the entered data is enabled in this system as shown below.

@ (196)Whatst; X | M addddocode X | M Inbox(1949) X | wf BeneficiarySe X | &3 CitizenBill St=' X | @ ChangePassw X FD X @ FinanceDepz X+

Last Login: Airst Time Login  Welcome! ABDULLA SHAIK (14467103) / ® Log-Out

Finance Department Event Name ‘

Action
Gove. of Andhra Pradesh Je—
[:: Select ot “
s _

> PART 1. Personal Details
> PART 2. Nomination Details
> PART 3. SR Events

> PART 4. Leave Travel
Concession Details Deputation

Reversion on Administrative Grounds

Compulsory Wait

Punishments

> PART5. Departmental Tests &
Training Details

> PART 6. Incentives Suspensions
Relief

> PART 7. Document Uploads Re-Appointment
EL Surrender

> PART 8. Leave Ledger Repatriation / Surrender

> PART 9. ESR Confirmation

> Contact Us

© Finance Department,Government of Andhra Pradesh, 2019 Designed and Developed By | Best viewed on Chrome, and Firefox

g O ® m 4 §® B B | L 4 @

16:55 PM
AT D) gonn B

AP Type here to search
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A separate row is available to further add the events and employee has to follow the procedure to enter the data as mentioned above. The

screen for this is viewed as below. A separate column by name fnData En
Select particular event from the dropdown and c¢cl i ck on AADDO button for adding the details a
o E Welcome! ATCHUTA RAMAYYA GARAPATI (14359246) | ® Log-Out
ﬁ(narxsbewmm
©  eService Book Entry . e SELECT > m
» AT b I T T
it Type: Dwect Recrutment. Post - Village Devedoprment Officer, Grade | m
i — Py S 501670 [ carvew |
‘ ta T [ eatrvew |
¥ Relief Pay Type: 950-1670 m
tion Type: Regularization Effective Date: 10/07/1993 ﬁ
T P e Ao [ _catvew ]
7 24011992 Leaves Availed Leave Type: EOL No. of days- 22 W
S 8 08/ 992 Resdvet Relief Type: Relief Pay Type: 9101625 m
> vm”_(:‘,"m 9 08/09/1992 Leaves Avaied Leave Type: EL No. of days- 21 Edit / View
o 10 16101992 Type: Post - Senior Accountant m
3 f— " 2301993 Leaves Avaded Leave Type: EL No. of days- 15 ﬁ
12 15051993 O Pay Ty Pay Scale - 1100-2050
13 210611993 Change in Pay Pay Type: Pay Revision Commission Pay Scale: 21954560 W
4 03091994 Leaves Avaied Leave Type: EL No. of days: 30 m
15 30/05/1995 Probation Probation Type: Probation Proceeding No: C/735/89. dated 23.01.1996 of DTA W
1% 170772010 Promotions: Promotion Type: Promotions: Pay Scale- 5000-10600 W
Column (Field) Name Type of Field Remarks
1 SR Entry Date Select box Select SR Entry Date
2 Event Name Drop down Select Event Name
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i. SR Event-Hiring:

Employee has to enter his/her hiring details. There are four options availableini Ty p e

the drop down then the respective fields will be visible for data entry.

of

Ihii empgoyee selects

SI. No

Column (Field) Name

Type of Field

Remarks

Type of Appointment

Select box

Select Type of Appointment
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